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BACKGROUND

As an enpl oyer, each agency of the State of Wsconsin is responsible for
reporting certain taxable information to the Internal Revenue Service (IRS) in
addition to the enpl oyee’s regular salary. This information, on W2's, nust
be sent to the person and transnmitted to the IRS by January 31 each year. The
IRS requires that W2's be issued for rei nbursenment of non-overnight neals and
novi ng rei nbursenents. In addition, the IRS requires w thholding of taxes on
some of these rei nbursenents.

Currently the IRS rate for mleage rei nbursement is nore than the maxi num

al l owabl e by the state. Therefore, the mles driven and the anount reinbursed
for mles driven are not reported to the IRS. M/ eage reinbursenent should be
coded to a regular travel account such as 21000.

Based on the IRS tax ruling, The State of Wsconsin, effective January 1,
1996, started wi thhol ding taxes on rei nbursenent of taxable travel expenses.

These expenses include non-overni ght neals and certain noving expenses. It is
the Departnent of Administration's policy that all enployee reinbursenments of
t hese expenses, taxable and nontaxable, will be paid through the payrol

system

A travel voucher form State Enployee Travel Rei nbursenment Requests (TL) (Form
DMS- 190A), has been devel oped. The form and instructions were previously

rel eased as FMS ALERT #329. The formis avail able on the DHFSweb Forns
Directory.

Al'l enployee travel reinbursenents keyed after 12/21/95 nust be docunented on
the new travel voucher form DMS-190A. The paynent process for travel is the
same for enpl oyees who receive a physical check and those paid by electronic
deposit. Procedures for non-enployee travel reinbursenent are unchanged
because those paynents are not subject to w thhol ding. Non-enployees are to
continue using the green travel voucher form (Form DMS-190). Non-enpl oyee
costs should be coded to account 21600.
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Any enpl oyee travel previously reinmbursed through the contingent funds wll
need to be rei mbursed through the new TL voucher/payroll system

Travel vouchers (TL's) that are accepted into W SMART by Tuesday of the non-

payroll week will be paid on the followi ng payroll. In order to be accepted
in WSMART the TL docunent mnust be entered into FMS, be approved and be
rel eased by Accounts Payabl e/ Preaudit. This will normally be itens keyed into

FMS t hrough the Friday of the week of payroll

Al'l enpl oyee travel reinbursenents (taxable and non-taxable) nust be paid

t hrough the payroll system Rei mbursenment expenses subject to wi thhol ding
are: a. all non-overnight neals reinbursed to the enployee; b. certain noving
expense rei nbursements paid to or on behalf of the enployee: (1) noving
stipend; (2) effective 1/1/02, mleage reinbursable in excess of $.13 per

mle; and, (3) tenporary | odging.

PROCEDURES

1. Non- Over ni ght Meals. \When coding the travel voucher (TL) docunent,
t hese expenses need to be separated fromthose where there is an
overni ght stay. The non-overnight neals nmust be coded to Iine 1 on the
TL form This has the bal ance sheet account of 250800 (taxable trave
payable) on it. The formhas the debit/credit code pre-filled as a
credit (40). These expenses also need to be debited to the appropriate
expenditure coding (for exanple, 21000). The form when conpleted will
net to -0-.

2. Movi ng Expense Rei mbursements. Wen an enployee is eligible for noving
rei mbursenent, the follow ng nmust be reinbursed on the State Enpl oyee
Travel Rei nbursenent Requests form (Form DMS-190A). See chapter 228.5 B
of the Supervisor’s Manual for guidelines on noving rei nbursenents.

Movi ng Sti pend.

Ml eage to drive one vehicle one way.

Tenporary Lodgi ng.

Di rect noving expense paid to the nover by the enpl oyee.

Movi ng Expense Rei mbursenents subject to IRS withholding are: (1) The
novi ng stipend; (2) Ml eage reinmbursable in excess of $.13 per mle

and, (3) tenporary |odging. These costs which are subject to

wi t hhol ding are to be coded to line 1 on the TL form This has the

bal ance sheet account of 250800 (taxable travel payable) on it. The
formhas the debit/credit code pre-filled as a credit (40). These
expenses al so need to be coded as a debit to the appropriate expenditure
code 21550. The form when conpleted will net to -0-.

The $.13 mil eage rei nbursenent not coded to the account 205800 nenti oned
above, and the direct noving costs reinbursed to the enployee, are to be
reported to the RS on a W2. These costs, which are not subject to

wi t hhol ding, are to be coded to line 2 on the TL form This has a

bal ance sheet account of 250900 (Non-Taxable Payable) on it. This form
has the debit/credit code pre-filled as a credit (40). These expenses
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al so need to be coded as a debit to the expenditure code 21550. The
form when conpleted will net to -0-.

The novi ng expenses paid directly to a noving conpany are to be reported
to the IRS on a W2. These expenses need to be coded to account 21550.

REFERENCES

DHFS Supervi sor’s Manual, Chapter 228.5 B

CONTACT PERSON

Harl an O son
Account s Payabl e/ Preaudit Section
(608) 267-9301



